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®. Language of international meeting

. Working group meeting and role plays

en. Simulated international meetings/feedback
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We were hoping to have a meeting today.
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Wouldn’t it be better to do the presentation today ?
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We have a bit of problem with the programme.
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It seems there has been some unhappiness with the policy.
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Are we sure this is the right thing to do ?
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®. Opening a meeting : Good morning everyone.

. Welcome and introducing : I’d like to extend a warm welcome to Mr.....

en. Introducing the agenda : So the first item for the meeting is....

&. Keeping the meeting relevant and punctual : Let’s return to the main focus of today’s
meeting

&. Thanking participants and closing : Thank you for your attending, the meeting is now
closed.
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®. Presenting information- your turn to speak : I’d like to raise a point concerning...
. Explaining data and results : As may be seen from the diagram...
o. Getting the chairperson’s attention : May | come in here Mr. chairman ?
&. Correcting information : Sorry that’s not quite right.
&. Agreeing : | have to agree with Mr....
©. Disagreeing : Unfortunately | see it differently.
o). Asking for repetition : | didn’t catch that.
. Asking for contribution : We haven’t heard from you yet, Mr....
«. Clarifying : Let me put it another way
®@o. Asking for clarification : | don’t quite follow you. What do you mean ?
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®. Be specific and describe behavior :
The explanation could be a little clearer. There could be more example.
lo. Start with positive and use positive language :

That was interesting. Perhaps you’ll do better next time if you ....

en. Focus on the solution and not the problem :
This could be more useful if we think about how to....
. Use modals like would, could and might to soften the blow :
It might be wiser to ...
&. Use pronouns like “we” and “us”

| think we_ made a mistake with this.



o. Use questioning to help the recipient of the feedback to come to his conclusions :

What do you think you could do to solve the problem....

. Talk about consequence of behavior :

You were very disorganized. Many people were affected by this.
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